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March  3,  1944 
OFFICE  OF  INFORMATION  MEMORANDUM  NO.  <y 


To:  Bureau  and  Agency  Editors  and  Officials  in  Charge  of  Printing 

From:         Keith  Himebaugh,  Acting  Director  of  Information 
Subject:     Storage  of  Type  Held  for  Reprints 

The  following  memorandum  dated  January  24,  1944,  has  been  received  from 
A.  E.  G-iegengack  of  the  Government  Printing  Offioo: 

"Effective  February  15,  1944,  the  following  procedure  will  be  adoptod 
for  storage  of  type  and  illustrations  held  for  reprinting  on  future 
requisitions  by  departments.    The  critical  situation  with  regard  to 
type  metal  and  the  importance  of  utilizing  space  and  equipment  in 
this  Office  necessitates  this  action. 

"Whenever  it  is  desired  to  hold  type  or  illustrations  beyond  a  90-day 
period,  a  special  request  for  such  action  must  be  submitted  to  and 
approved  by  the  head  of  the  ordering  department.     If  a  reprint  is 
definitely  contemplated,  consideration  should  be  given  to  ordering 
plates  for  storage.    On  type  and  line  work,  stereotype  mats  are 
adequate  and  cheap. 

"Requisitions  submitted  by  the  departments  must  state  whether  tyoe 
and  illustrations  are  to  be  held  or  destroyed  following  printing, 
and  must  indicate  the  desired  length  of  time. 

"At  the  beginning  of  the  holding  period  the  ordering  agency  will  be 
notified  that  type  and  illustrations  are  being  held  and  no  further 
notice  will  be  given.     If  it  is  desired  to  extend  the  period,  this 
Ullice  must  be  given  notice  that  will  reach  us  10  days  before  the 
holding  period  has  expired. 

"Unless  storage  is  called  for  on  the  requisition,  type  and  illustra- 
tions will  be  killed  without  notice  when  form  is  dropped.    The  schedule 
of  charges  for  holding  type,  established  January  1,  1932,  will  applv 
on  all  type  held."  " 

T°v°???1S  °arry  °Ut  thGSe  instructions  each  printing  and  binding  request 

submitted  hereafter  should  definitely  show  whether  reprinting  of  the  material  is 
L        contemplated  after  90  days,  and  should  indicate  the  length  of  time  for  holding 
I        the  type  and  cuts.    This  Office  will  continue  to  collaborate  with  bureaus  on 
dropping  type  opiates  when  inquiries  are  received  from  the  Government  Print- 

«      n^.°e  aS  t0  disconti™ance  of  type,  cuts,  or  plates  now  held  at  the  Print- 
ing  Uliice. 
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